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10 July 1959 


** 
MEMORANDUM FOR: 25X1A 


SUBJECT : Report of Cable Secretariat Operations from 
1 January to 30 June 1959 


1. Cables Processed 


a. From 1 January to 30 June 1959 the Cable Secretariat reproduced 
69, 713 IN Cablem 26,734 OUT Cables; 6,537 TDs and 5, 299 Miscellaneous 
iteme for a total of 198,283 work items for the first six months of 1959. 
Tais represents a total decrease of 5, 651 work items or 6% lees than the 
game period of 1958, broken down as follows: 


3,914 or 5.5% less IN Cables; 1,793 or 6.5% less OUT Cables; | 
524 or 9% more TDs and 476 or 9% less Miscellaseous items. We processed | 
an average of 728 cables daily Monday to Fridays 431 cables on Saturday and | 
106 Cables on Sunday. ey 


b. 5, 768 Cables or 6% of all cables processed were furnished to the 
Director. This represents a decrease of 2, 986 cables or 34% less thaa the 
same period last year. 


2. Persoase! @ 
At the close of the first kalf of 1959, the ‘Cable Secretariat bad a 
On-duty Strength of [persons against  ceiliag of Mbersons. During the 25X1A 
last pix months we lost ten persons. Four Clerk Typiste (one transterred to. 
OC,/one to FE, one to ORR and one on materaity leave), twe Cable Aualyats 
tradsferred to EE; one Clerk transferred te OG, ane See-Steno on materaity — 
leave and one Offset Press Opr resigned for persesal Fenseds ales one Myo 
aud File Clerk, We gained eight persous in repla . « fame of our losess ie 
were due to releasing personnel to area divisions | ue 6 Goat ter — * et 

an opportunity to go overseas. 3 


oe 25 AA 
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on-the-job training given to new persoane! is not included in the above figures. 

in additica, EET actended the Americgn Management Association Seminar 
on the management of small office operations and EE attended 
symposium in Florida at which various communications equipment was dieplayed. 


b. The Office of Training surveyed our Cable Typist Training Program. | 
The course developed for the program was considered by the Office of Training | 
25X1A _to qualify as creditable on-the-job training under the provisions of CIA Regulation 
EE ana to count toward the 5% in-training requirement contained in that 
Regulation. 


4. General 


a. In January 1959 we started preparing cables containing non-ClIA texts 
in sterile format in order that copies may be passed by the Action unit to State 
Dept. or other Agencies simply by detaching the first page. 


b. The Cable Secretariat in placing Intelligence cables (other than those 
received in a one-time-pad system) oa TD form with a cable cover sheet is 
working well and shows promise of becoming a real factor in expediting the 
flow of tatelligence reports to the Intelligeace Community. 

25X1A 

c. The system whereby the ri 1dr seads 
to Headquarters via unaccompanied air mail aa encrypted tape of an intelligence 
report which does not warrant electrical transmission is working satisfactorily. . 
However, the volume is still too small to enable any conclusions to be drawn 
at this time. 8 


d. In May we were advised that the review each moath ef one days incoming 
traffic by a DD/I representative would ap longer be necessary. 


5. Management Goal for FY 1960 


During the next twelve moaths I plan to c = ce wha : gate to a com> 
prehensive management survey of the Cable Secrefarist. | com 
this survey are several: ' 


(1) To study the organisation aad staffing of the Gable pcretay 
if improvements are possible, and if eo, making euch improvements. 


(2) To devise a procedure for determining the cost of the Cable Secretatia ? 
portion of processing 4 cable, and to show such costs by fenction, {.e., Duty 
Officer, Cable Auslyst, Typing, Reproduction, ete. pee ag 
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(3) Following (2) above, to determine bia de costes can be reduced without 
materially impairing service and to implemed? 
to achieve such reductions ia cost. 


As a part of this management survey, I plaa to conduct a number of training 
sessions at which GS $‘s, 9's, Li's and 12's will be tastracted in the overall 


concepts of masagement. ta this I will be assisted We i 
EEE «We will make oxtensive use of the following ous which 


have already been read by ali GS 9’s, il's and 12's: 


Also as a part of this survey, I plan to inaugurate a training program for 
Cable Secretariat Supervisors utilising the {ellewing publications: 


- "Elemeste of Humaa Relations" 
‘Responsibility for Persounel bai 


appropriate changes desired 


‘Work Measurement in Performance Budgeting aad Manegement Improvement’ 
"Process Charting” 

“Sapervisor's Guide to the Process Chart" 

“Trainer's Guide to the Work Simplification Traising Secsions” 
"Specifications for an Agency Work Simplication Program" 
"Supervisor's Guide to the Work Count" 

‘Supervisor's Guide to the Work Distribution Chart" 

"Production Planaing aad Control in Office Operations” 
“Egsentials of Good Managemeat" 

“Promoting the Will to Work” 
"Techniques for the Development of a Work Measurement System" 
“Job Engineering" 

"A Werk Measurement System” 


4 Istreduction to Supervision” 
"“Ohjectives of Supervision” Pe ee 
"Supervisors Job” fT lige ne ae 
“Leadership oa the Job" Pati 


"Taking Persoane! Action" 
"Getting Ready to Take on a New % 
"Selection of Employees” — y 
“Discussions with Kmployees” — 
"Conducting Informal Meetings" — 
"Making Reports" {4 
"Differences in Job Relationships” 
"“Bailding Good Relationships" = =~ 
‘Handling Behavior Problems” . 
“Handling Employee Dissatisiactiéns™ 
"Dealing with Breaks ta Relationships” — 


- 3 - as : E ft a 
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Meena cgiminslion relicy" - 
“Oeletrnining Cerformance tequiremests for Employee Appraical 
‘Mertormance Appceisal' 

‘Aetioag # oliowsing Appraisai™ 

“Training Needa and How to Find Them" 

“Day-to-day Job Instruction’ 

“Getting Ready to Train Employees” 

“Training Employees ia Jok Operations" 
“Starting the New Empioyee' 

‘Solving Preblema” 

"Efgective Use of Time" 

"fare of Materials end Equiprnent" 
‘iugetabliehiag a dob 

“Hestaudying « Job" 

“Conmtrelliag Corte" 

“Bup.w yang Correct Job Date’ 


25X1A 8 4 bag. @etp, 1 plan to attend in August an American Management Agsovisize: 
* 3 


tne emtitied, ‘“Serveying Cogt Reduction Opportunities and Techniques in Office 
Lo. emd in November to an AMA course entitled "Establishing anc 
cagicg a Succesmful Office Work Gimplificatioa Program." Poseibly during the 
oo ‘will geod someone elee to such masagement Courses as may appear to bt 
vate to sentor Cable Secretariat personnal, 


, Cable Secretariat Career Service Panel ; d 


The Cable Secrotariat Career Service Panel met seven times during the firat 
nalf of 1999 for the transaction of Pexeocanal Career business invoiviag 42 persons. 
A statistical summary of Panel operations fellows: | 


1. Promotions FECOrmmMended. .ocecocncsusecvess 
2. FPrornotions SGRIO8 5 6nik sc oweectseeecdecsees 
3. Transfere and resignations reviewed. «cssec'es 
4. Fitness Reports Poviewed occscccnccocvecces 
5. Career consideration other than promotions. . 


25X1A 
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